CHANGING ADDRESSES FOR MULITPLE PARTICIPANTS IN A CASE

In WISACWIS the Case Address is the Primary Residence address of the Reference Person in
the case. The Case Address should match the address in the Person Management Record for
the participant listed as the Reference Person. Participants in the case who live at the address
listed on the Address Tab in the Maintain Case window can have their address updated in their
Person Management Record from this tab. For example, if the family moves, this will be the
easiest method to update all the participant’s records.

1. Click on the Cases expando to view all cases. Scroll to the case where an address change
needs to be recorded.

2. Click on the Case Name hyperlink to open the Maintain Case window.

3. Click on the Address Tab. Enter and Effective Date and fill in the remaining changes on this
window.
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4. Click on the Update button on this window. A window will open that lists all the participants
in the case.
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Participants Residing At Case Address

r Anderson, Amy
" Anderzan, Andrew
|7 Anderzan, Anita
|7 Mooretest, John

5. Check all the names of participants whose address needs to be updated to match the
address on the Maintain Case Window. Click on the Save button. Click on the Close button

to close this window.
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